
Commercial

What is Changing?



Agenda

·Portal Accounts for BuildSA
·One Application & Multiple Permits
·Type of Commercial Permits
·Mechanical Electrical and Plumbing
·Fee Changes for MEP ïShopping Cart
·Commercial Permit Contact(s)
·Workflow for Contacts
·Documents and Electronic Submittal
·Release to CPS and COO/LOC
·Amendments to Records
·Notifications and Expiration of Permits
·Training



November
2020

December 
2020

Jan - Mar
2021

May 2021

Building and 
Fire 

Permits/
License 

Registration

Staff training

Customer Training

GO LIVE
Monday (11/30)

Staff  training continues

Customer Training 
Continues (as needed)

Back-log
Updates to Software

Hansen Software 
Closed

Timeline 

Intake into Hansen is shut down Wednesday late 
afternoon the week of Thanksgiving for conversion into 
BuildSA

Suggest submittals as soon as possible if ready, or wait 
to create Portal Account and submit in BuildSA Nov 30



Portal Account
·Required to do business on - line
Ɓ24/7 access

ƁApplications on - line

ƁUpload documents ïdownload approved plans

ƁApplications and Permit status

· Adding of General and MEP contractors to 
permits 
ƁPayment of permit fees and MEP fees

ƁScheduling of inspections

· Submittals of Update designs

·Notices of inspection results ïelimination of 
green and yellow tags

·Creation and maintenance of Escrow accounts

·Receipt of COO / LOC





Applications are On -line 24/7



Hansen BuildSA

One AP 
Number

·One Application Number

·Multiple Permit Numbers

ƁSite Work

ƁNew Building(s)

ƁMinor Structure(s)

·COO Number (separate 
records)
ƁNew Building(s)

ƁExisting or new Tenant Space

·LOC report(s)
ƁSome Remodel

ƁMinor Structures



Complete vs Phased Project 

COMPLETE PROJECT PHASED PROJECT

New Buildings (includes 
separate Sitework)

Sitework

Remodel Foundation

Addition Shell

Sitework First Time Finish Out

Minor Structures Minor Structures

Tenant Finish Outs



Minor Structures
TYPES OF MINOR STRUCTURES

Alteration to Drive Through

Commercial Fence

Communication Equipment - Cell Antennas Towers

Drive -up Services Equipment ïTeller machine Ice machines

Monuments for Future Signs

Pad Sites

Retaining Walls

Shade Structures

Street Improvement (turn lanes, median work, signalization)

Commercial Swimming Pools



Data Fields and Lists

Data Fields and Data Lists
ÅData Field for Single Data
ÅData Lists for Multiple Data (multiple 

buildings / COO to be issued)



MEP FEES AND 

INSPECTIONS ARE ON 

THE BUILDING PERMIT



Commercial and MEP

Combination Permits Require MEP Work

Site Work, Foundations, New Buildings, Shell 
Finish Out, Remodels, Minor Structures

Electrical Plumbing Mechanical Flatwork

Utility Water Utility General Sidewalk

TOPS Sewer Utility Curb

TML Irrigation Approaches

General Gas

Medical Gas

Backflow

General



MEP Fees and Inspections
Hansen

Separate MEP permits each with their own 
fees and inspections ïLinking issues

BuildSA

Commercial Permit

MEP contacts, fees and inspections are on 
the building permit ïAutomatic linking 
and checks for active registrations



Fee Changes ïCommercial

Å Change for Commercial Building Permits

Å MEP fees based on square footage of 
commercial building, not on numbers

Å Phased Construction (sitework, 
foundation, shell IFO) 

Å MEP fees are paid as a percentage 
of each construction phase

Å MEP fees reduced for S occupancies

Å MEP fee increased for R1 and R2

Å Overall no fee increase or decrease



MEP fees on a Commercial Building Permit



TOP THINGS TO KNOW
Pay Later Option for MEP fees



Contacts

Application

·Applicant (Portal Account User)

ƁRequired

·Company Owner/Business Owner

ƁProject owner - Required

Permit

·General Contractor or Applicant

·MEP Sub Contractors



Commercial Application/Permits
Contacts & Inspections

Applicant Applies for Commercial or Residential Project
(Owner Information Required)

5. MEP Contractors 
are added to 
permits and may 
pay MEP fees.

6. Scheduling of MEP 
inspections are 
available to the 
MEP Contractors

1. Plan Review occurs 
using electronic plans

2. Building Permit fees 
are paid, and permits 
are issued 

3. MEP inspections are 
added to permits and 
on hold

4. General Contractor is 
added to Permits if 
applicable



Review Packages

·Documents are submitted in 
multiple Review Packages



Documents

·During Plan Review

ƁOriginal Review Package

ƁRevised Review Package (discipline)

ƁPartial Permit PDF upload

·Approved Construction Plan

ƁDownload and Printing

·After Plan Review

ƁPost Permit Upload and Reviews

ƁDocuments upload for Inspections



List of Documents

·Commercial has no ñRequiredò 
documents
ƁCommercial work is too varied to make a 
ñrequiredò list

ƁCommercial requirements will be checked 
at Completeness Review and notifications 
sent by e -mail

·Commercial submittals should have at 
least document(s) type of ñConstruction 
Planò

·Check the Commercial Application and 
Guide for documents by type of work.

https://docsonline.sanantonio.gov/FileUploads/DSD/CommercialProjectApplicationandGuide.pdf


Electronic Plan Review (EDR)
Customers see all Issues from Plan Review and must 
answer each issue to upload a new Review Package



Electronic Documents

ÅThree types 

ÅPDF ONLY ïmoved to the Plan Room

ÅPlans ïSplit into sheets

ÅAllow markups

ÅSupporting Documents 

ÅAllow markups

ÅMay be non -PDF ïOnly in FileNet

ÅAttachments

ÅNo markups




